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Important Note:  The Mock Pay Pool Info tab is only available from February 1st through August 31st. 

Mock Pay Pool Info ς Employee View  

Employee logs in to DCPDS άaȅ.ƛȊ+έ ŀƴŘ selects the άMyPerformanceέ link.  The 'PAA' link under the 

Active Appraisals section under the 'Performance' Detail Page may also be used to navigate to the 

MyPerformance Main Page. 

 

On the MyPerformance aŀƛƴ tŀƎŜΣ ŜƳǇƭƻȅŜŜ Ŏŀƴ ǎŜƭŜŎǘ άVƛŜǿέ ƻǊ άUǇŘŀǘŜέ ŘŜǇŜƴŘƛƴƎ ƻƴ ǿƘƻ Ƙŀǎ 

ownership of the performance plan ŀƴŘ ǘƘŜƴ άDhέΦ   Lǘ ƛǎ ƴƻǘ ƴŜŎŜǎǎŀǊȅ ǘƻ ΨƻǿƴΩ ǘƘŜ performance plan 

to complete the mock employee self assessment.   In the example below, the employee is the current 

owner of the performance plan and the employee Ƙŀǎ άUpdateέ ƛƴ ǘƘŜ ŀŎǘƛƻƴ ŎƻƭǳƳƴΣ ǾƛŎŜ άViewέΦ    

 

{ŜƭŜŎǘ άaƻŎƪ tŀȅ tƻƻƭ LƴŦƻέ ǘŀō ŀƴŘ άaƻŎƪ tŜǊŦƻǊƳŀƴŎŜ hōƧŜŎǘƛǾŜǎέ ǘŀō.   You can complete the 

employee mock  self assessment by typing information into the blocks, copying from MS Word, or 

importing your most current Midpoint Review Assessment by selecting the button έLƳǇƻǊǘ aƛŘǇƻƛƴǘ 

wŜǾƛŜǿ !ǎǎŜǎǎƳŜƴǘǎέ ƛŦ ŀǾŀƛƭŀōƭŜ.  If you import your Midpoint Review Assessments, you may add 

additional information, if desired.   
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{ŜƭŜŎǘ άaƻŎƪ tŜǊŦƻǊƳŀƴŎŜ 9ƭŜƳŜƴǘǎέ ǘŀō ŀƴŘ Ŏomplete the employee mock self assessments.  
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When all Mock Self Assessments are completeΣ ǎŜƭŜŎǘ άaƻŎƪ !ǇǇǊƻǾŀƭǎ and Acknowledgmentsέ tab; 

then select the ά/ƻƳǇƭŜǘŜέ ōǳǘǘƻƴ ǳƴŘŜǊ the Action column.   Once completed, no further changes can 

be made by the employee unless requested by the Rating Official. 

If you overlook entering any portion of your mock self assessment, you will receive a warning message, 
and will be asked if you want to continueΦ  LŦ ȅƻǳ ǎŜƭŜŎǘ ΨȅŜǎΩΣ ȅƻǳ ŀǊŜ ŦƛƴƛǎƘŜŘ ǿƛǘƘ ȅƻǳǊ ƳƻŎƪ ǎŜƭŦ 
ŀǎǎŜǎǎƳŜƴǘǎΦ  LŦ ȅƻǳ ǎŜƭŜŎǘ ΨƴƻΩΣ ȅƻǳ ǿƛƭƭ ōŜ ƎƛǾŜƴ ŀƴ ƻǇǇƻǊǘǳƴƛǘȅ ǘƻ ŎƻƳǇƭŜǘŜ the unfinished portion; 
once completed, then return to the άMock Approvals and Acknowledgmentsέ tab and select the 
Ψ/ƻƳǇƭŜǘŜΩ ōǳǘǘƻƴ. 

¢ƘŜ {ǘŀǘǳǎ ǿƛƭƭ ŎƘŀƴƎŜ ǘƻ ά/ƻƳǇƭŜǘŜŘέ ƻƴce ǘƘŜ Ψ/ƻƳǇƭŜǘŜΩ ōǳǘǘƻƴ ƛǎ ǎŜƭŜŎǘŜŘΦ    
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Mock Pay Pool Info - Rating Official View 

Rating Official logs in to DCPDS "MyBiz+" and selects άPerformance Management and Appraisalέ link 

under "Manager Functions". 

 

Select ǘƘŜ άDƻέ ōǳǘǘƻƴ ƻƴ ŜƛǘƘŜǊ ǘƘŜ ά¦ǇŘŀǘŜέ ƻǊ ά±ƛŜǿέ entry in the Action column.  Note:  It is not 

ƴŜŎŜǎǎŀǊȅ ǘƻ ΨƻǿƴΩ ǘƘŜ performance plan to complete the mock pay pool assessments.  The Rating 

Official Ŏŀƴ ŎƻƳǇƭŜǘŜ ƳƻŎƪ Ǉŀȅ Ǉƻƻƭ ŀŎǘƛƻƴǎ ǿƛǘƘ ά±ƛŜǿέ ƻǊ ά¦ǇŘŀǘŜέ in the Action Column.   

 

 

{ŜƭŜŎǘ άaƻŎƪ tŀȅ tƻƻƭ LƴŦƻέ ǘŀōΣ ŦƻƭƭƻǿŜŘ ōȅ άaƻŎƪ tŜǊŦƻǊƳŀƴŎŜ hōƧŜŎǘƛǾŜǎέ ǘŀōΦ  wŀǘƛƴƎ Official mock 

assessments may be completed by typing information directly into the Rating Official Mock Assessment 

blocks, copying from MS Word, or importing the most current Rating OfficialΩǎ Midpoint Review 

Assessments by selecting the button έLƳǇƻǊǘ aƛŘǇƻƛƴǘ wŜǾƛŜǿ !ǎǎŜǎǎƳŜƴǘǎέ if available.  You may 

import ǘƘŜ wŀǘƛƴƎ hŦŦƛŎƛŀƭΩǎ Midpoint Review Assessments and then add additional information if 

desired.   Each Mock Performance Objective should receive a mock rating.  
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Complete ǘƘŜ ŀǎǎŜǎǎƳŜƴǘǎ ŦƻǊ ǘƘŜ άaƻŎƪ Performance ObjectiveǎέΤ assign mock ratings and then select 

the άMock Performance Elementsέ tab.   Complete ǘƘŜ ŀǎǎŜǎǎƳŜƴǘǎ ŦƻǊ ǘƘŜ άMock Performance 

Elementsέ and assign mock ratings.   
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 Select the άPerformance Evaluation Mock Ratingsέ tab to view all mock ratings. 

 

When all mock assessments and mock ratings are completŜΣ ǎŜƭŜŎǘ ǘƘŜ άaƻŎƪ !ǇǇǊƻǾŀƭǎ ŀƴŘ 
!ŎƪƴƻǿƭŜŘƎƳŜƴǘǎά tab.     

Note:   Employees are unable to view mock assessments entered by a Rating Official until the 
assessments and ratings are approved by the Reviewing Official.   Once approved by the Reviewing 
Official, the employee can view the Rating Official Mock Assessment information only; the mock ratings 
will not be visible to the employee.  
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If the employee has not completed all mock self assessments or to allow the employee to modify their 
self assessments, if needed, ǘƘŜ Ψ{ǘŀǊǘΩ ōǳǘǘƻƴ ŦƻǊ {ǘŜǇ н is available.  You may complete Step 2 by 
ǎŜƭŜŎǘƛƴƎ άSǘŀǊǘέ ǘƻ allow the employee access to complete or modify their mock self assessments.  
{ŜƭŜŎǘ ά{ǘŀǊǘέ for Step 3 άwŀǘƛƴƎ hŦŦƛŎƛŀƭ ς Request or Document Higher Level Reviewέ to request or 
document the higher level review.  

Use Option A or Option B to obtain/document Reviewing Official (HLR) approval as required.   Selecting 

Option A requires action by the Reviewing Official to approve the mock assessments/ratings.   The 

Rating Official can document approval by the Reviewing Official by using Option B.  
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When Option A is selected, Step 4 will ǎƘƻǿ άtŜƴŘƛƴƎ !ǇǇǊƻǾŀƭΦέ 

 

LŦ ŜƳǇƭƻȅŜŜΩǎ ƳƻŎƪ ǎŜƭŦ ŀǎǎŜǎǎƳŜƴǘǎ ŀre not complete, the Rating Official will receive a warning 

message.  {ŜƭŜŎǘ ΨbƻΩ ǘƻ ǎǘƻǇ ǘƘŜ ǇǊƻŎŜǎǎ ƻǊ ǎŜƭŜŎǘ Ψ¸ŜǎΩ ǘƻ ŎƻƴǘƛƴǳŜΦ     

 

 

 

 

 


